
D G S - 1 5 0 - 1 
^ E V . 6/73 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
Records Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

S C H E D U L E 
N O . 

P A G E 
N O . 

A G E N C Y DIVISION 

I t e m 
N o . D e s c r i p t i o n R e t e n t i o n 

A N N E A R U N D E L C O U N T Y 

RETAIN ALL MICROFILM PERMANENTLY 
PROPERTY TAX ROLLS 

Bound books l i s t i n g property owners and addres ses 
w i t h i n each s u b d i v i s i o n ; p rov ides account number, 
b r i e f p roperty d e s c r i p t i o n , t o t a l a s sessment, date 
and amount of payments, amount of t axe s b i l l e d f o r 
the yea r , type of t axes b i l l e d (county, s t a t e , 
s p e c i a l ) . 

L IEN APPLICATIONS & CERTIFICATES 

RETAIN THREE YEARS IN 
OFF ICE , SEVEN IN RECORDS 
CENTER, THEN DESTROY. 

(FORMS 04-03-11 and 04 -30 -8 ) 
The l i en program i s se t up t o i n v e s t i g a t e and 
determine the taxes due before a deed i s recorded 
in the land reco rd s . Upon f i l i n g o f the a p p l i c a t i o n ; 
a c e r t i f i c a t e i s i s sued guarantee ing e i t h e r t ha t 
t axe s are paid o r s upp l y i ng the amounts due. 

PROPERTY TAXES - STATE REPORT 

Monthly summary of county and s t a t e assessments 
by year c o n s i s t i n g of two p a r t s : the f i r s t pa r t 
i nc ludes i n c rea se s o r decreases in s t a te t a x e s , 
amount of s t a t e t axe s t o be rece ived and s t a t e - t a x e s 
c o l l e c t e d ; the second par t c o n s i s t s of suppor t i ng 
sheet s which summarize the monthly adjustment of botfj 
the s t a t e and county a s se s sment s . I nc ludes 
P roper ty Tax Contro l Shee t s , which ts a ledger 
mainta ined t o keep cont ro l t o t a l s of the unpaid 
data p r o ce s s i n g l i s t s . 

TAX SALE BOOKS 

RETAIN THREE YEARS, THEN 
DESTROY. 

TWO YEARS IN OFF ICE, THEN 
PERMANENTLY IN RECORDS 
CENTER, OR UNTIL SECURITY 
& MICROFILM CC CAN BE MADE. 

Loo se - l ea f notebook c o n t a i n i n g adver t i sements of t ax 
s a l e s ; i nc ludes account number, l o c a t i o n , pu rchase r , 
amount of b i d . Dates back to 1929. P r ov i de s impor
t an t re ference in format ion summarizing a l l s a l e s . 

TAX SALE CERTIFICATES 

RETAIN PERMANENTLY OR UNTIL 
OPERATIONAL & SECURITY 
MICROFILM CC CAN BE MADE. 

A two-par t c e r t i f i c a t e i s p repared, wi th the o r iq ina l i 

RETAIN PERMANENTLY OR UNTIL 
OPERATIONAL & SECURITY 
MICROFILM CC CAN BE MADE. 

Schedule Approved by Department, 

Agency , or D i v i s i o n Representa t i ve 

Schedule Author ized fcy 

Ha l l of Records C o m m i s s i o n 

Date Stote Archi vi st 
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SCHEDULE 
NO. 

PAGE 
NO. 

Item 
D e s c r i p t i o n R e t e n t i o n 

to tax s a l e purchaser and p ink dup l i ca te re ta ined by 
o r i g i n a t i n g department, bound in books. The c e r t i f i c a t e 
con ta i n s the f o l l ow i n g i n fo rmat ion : purchaser , p u r c h a s e r ' s 
add re s s , sum p a i d , l oca t i on of property ( l ega l d e s c r i p t i o n ) , 
account number, s i g n a t u r e of C o n t r o l l e r and nota r i za t ion ] . 
Cons ide rab le reference va lue to t h i s Department. 

TAX SALE FOLDERS 

F i l e of each tax s a l e , c on t a i n i n g the f o l l ow i n g 
i n fo rmat i on : 

1. t ax s a l e c a r d , no t i ce of s a l e , correspondence, 
no te s , copy of equ i t y s u i t ( i f pe r son beg in s 
f o r e c l o s u r e ) 
2 . cash r ece i p t to purchaser from s a l e (Form 
04 -92 -1 ) 
3. c e r t i f i c a t e of t ax s a l e ( i f redeemed) 
4 . no t i ce of advert i sement ( spec ia l o rder #) 
5. Warning Let ter o f imminent s a l e 
6. i f redeemed, copy of d i r e c t payment voucher. 

P r ov i de s qu i ck reference scimmary of i n fo rmat i on , and 
inc ludes taxes p a i d , l o c a t i o n , owner, index #. 
Con s i de rab le re ference va lue t o Department. 

REFUND REQUEST 

Cop ie s of d i r e c t payments w i th photocopy v e r i f i c a t i o n 
of overpayment ( s ) . FINANCE has copy of d i r e c t payment, 
but not suppor t i ng data. 

RECEIPT STUBS 

C a s h i e r ' s v a l i d a t e d copy o f payments. These are the 
source documents from which data ent ry ca rd s are 
prepared d a i l y . 

UT IL ITY SERVICE ORDERS & METER CHANGES 

Record o f changes t o meter number and o the r s e r v i c e . 

LEDGER CARDS & INDICES 

P r i o r t o the computer i za t ion of many Departmental record ' 
card systems were used t o record account s t a t u s , i n s t a l I 
ment agreements, s t r e e t i nd i c e s & o the r source data . 
These ca rds s t i l l have con s i de rab l e re ference va lue f o r 
the t r a c i n g of account s . 

RETAIN PERMANENTLY OR UNTIL 
SECURITY & OPERATIONAL 
MICROFILM COPIES CAN BE MADE 

RETAIN TWO YEARS IN OFF ICE, 
THREE YEARS IN RECORDS CENTER 
THEN DESTROY. 

RETAIN THREE YEARS, THEN 
DESTROY. 

RETAIN THREE YEARS, THEN 
DESTROY. 

RETAIN PERMANENTLY OR UNTIL 
SECURITY & OPERATIONAL COPY 
CAN BE MADE. 
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1 1 

12 

13 

15 

INSTALLMENT AGREEMENTS 
A copy tif the I n s t a l l m e n t Agreement f o r payment oF 
Uate r & Sewer c h a r g e s i s s e n t to t h i s Department 
From o r i g i n a t i n g department I n s p e c t i o n s & P e r m i t s . 

CONVERSION L I S T I N G 
T h i s computer l i s t i n g i s the r e c o r d oF the c onve r s i on ] 
From the manual a c c o u n t i n g s y s tem to the c u r r e n t 
c ompu te r i z ed s y s t e m and i s oF c o n s i d e r a b l e r eFe rence 
v a l u e to the Depar tment . 

DATA PROCESSING L I S T I N G S 
These computer p r i n t - o u t s p r o v i d e the immediate 
r eFe rence i n F o r m a t i o n For the o p e r a t i o n s o f the 
Depar tment , i n c l u d i n g : account s t a t u s ( d e t a i l b a s i s ) | 
month ly F i l e ma intenance ( changes to a c c o u n t s ) , 
d a i l y r e c e i p t s , o u t s t a n d i n g a c c o u n t s , s p e c i a l s and 
c o r r e c t i o n s . B e g i n n i n g i n 1977 , t h i s i n F o r m a t i o n i s 
r e co rded d i r e c t l y on CON and w i l l be r e t a i n e d i n the 
Department For r eFe rence v a l u e . ReFunds a re requ i red ] 
to be made a v a i l a b l e to the p u b l i c For up to Four 
y e a r s From the date oF payment to the account and 
t a x e s may be r e a s s e s s e d up to t h r e e y e a r s i n the 
e v e n t - o f a h i g h e r a s s e s s m e n t . These r e c o r d s t h u s 
have a c o n s i d e r a b l e r eFe rence v a l ue For the 
i n d i c a t e d p e r i o d . 

FRONT FDUT BENEF IT/CAPITAL F A C I L I T Y ASSESSMENTS 
An a n n u a l b i l l i n g r e g i s t e r p r o v i d e s a r e c o r d oF a l l 
a c c o u n t s b i l l e d each c a l e n d a r y e a r . At y e a r - e n d an 
unpa i d accoun t r e c o r d i s p r oduced . These two repo r t ; 
c o n s t i t u t e the b a s i c h i s t o r y oF FFB/CFA a c c o u n t s . 

UATER B I L L I N G HISTORY PRINT 00T CARDS 
The permanent r e c o r d oF each UJater/Seuer a c c o u n t . 

RETAIN F I VE YEARS, THEN 
DESTRUY. ( I N SPECT IONS & 
PERMITS I S OFF ICE OF RECORD) 

RETAIN PERMANENTLY Gfi UNTIL 
MICROFILM SECURITY AND 
OPERATIONAL COP IES CAN BE 
MADE. 

RETAIN F IUE YEARS, THEN 
DESTRUY. (THREE YEARS IN 
OFF ICE , TWO YEARS I N 
RECORDS CENTER.) 

RETAIN PERMANENTLY OR UNTIL 
MICROFILM CC ARE MADE. 

RETAIN PERMANENTLY OR UNTIL 
MICROFILM CC ARE MADE. 
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